Quick Reference Guide:

State Published
Ad Hoc Reports

This guide will show districts how
state published filters can be used
and/or modified at the district
level.

Topics included in this Quick
Reference Guide include:

e Finding state published Ad
Hoc filters

e (Copying state published
Ad Hoc filters

e Modifying state published
Ad Hoc filters

e Using state published Ad
Hoc filters
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State published Ad Hoc Reports is a tool
new to MT Edition applications. With this
tool, the state can create Ad Hoc reports,
then publish them to districts for use in
verifying data.

AIM System Administrators can copy the
reports and/or share them with other
district users who have access to Ad Hoc
Reporting groups.

Districts may not modify the actual state
published Ad Hoc Report — allowing
districts to have an original to return to if
necessary.

Before beginning this process, there are a few considerations:

1. How do | access state published Ad Hoc Reports?

e Users must have access to MTE_all_tools or the
district must modify the Ad Hoc Reporting Group to
have access to state published Ad Hoc Reports.
page 2

2. Why should state published Ad Hoc Reports be copied?

e Copying state published Ad Hoc Reports allows a
district to see the report logic and make district level
modifications to the Ad Hoc Report. Page 4

3. How do | modify a state published Ad Hoc Report?

e To modify a state published Ad Hoc Report a user will
first need to copy the report to their Saved Filters or
to another Ad Hoc Reporting group. page 4

4. How are state published Ad Hoc reports used?

e Districts may use state published Ad Hoc Reports just
as they do any other Ad Hoc Report. The
parameters of the report are set to verify a
particular set of data (as determined by the current
collection). page 5
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STATE PUBLISHED AD HOC REPORTS

State published Ad Hoc reports are
shown as a separate group —the
same as other Ad Hoc Reporting
groups.

A user must either belong to the
group MTE_all_tools (formerly All
Tools), or have rights to state
published filters through another
user group.

input to a report.

Ad Hoc Filter Designer

This wizard will walk you through the creation of a new fitter. Filters can be created using the Query wizard, selection editor or a pass-throl

Saved Filter

student American Indian Student Count
student Copy of (2} K-12 Enthnicity 05
student Copy of K-12 Enthnicity 05
student Copy of Test

student Copy of xCell21Century
student CTE Participants

student DropOut3-09

student F/R24JanZ011

student Foreign Exchange 20 March 2009
student Free Reduced High School
student GT K-8

student K-12 Ethnicity

student K-5 Ethnicity

student k12FreeReduced

student Special Education Students
student Title | All School

student Transient Students

7 ¢ Ad Hoc Reporting

£

[ 7 T state Published

Create a new Folder

~ Create New
Filter Type Data Type
O Query Wizard O student

) Censusistaff
O Course/Section

() Selection Editor
(O Pass-through SQL Query

Index Search | Help

Search for a:
Group hd

Advanced Search ==

Search Results: 28

Create a new User Group
+Cascade 7-8
+Cazcade HS
+Cascade School
-Cascade 7-8
-Cazcade HS
-Cascade School
OCascade 7-8
(OCascade HE
OCascade School
OCascade2

Ad Hoc Read Only
Ad Hoc Reporting
All Users
Aftendance Clerks
Counselors
Disciplinary Staff
Health Staff

User Group: Ad Hoc Reporting

User Group | Tool Rights [Ccalendar Rights | [TMembarship Summary |
Save

RWAD

0O O O O aceount

0O 0O 0O O =¥ student Information
Oooo0O= @Instrucﬁcn

OO0 OO ®= & ssk Rights

Oo0O0dm= @gtsnaua

O O O O =-$Behavior

O000= vHeanh

O O [ [ &5 Atendance

Oo0O0dm= ;;Q’Scl‘lsdulmg

O O O O =P Grading & Standards

O O O O =-3Programs

= @Ad Hoc Reporting

—I-SF Fitter Designer

3 Pass-through SQL Fiters

3 Query Wizard Filters:

L5 Selection Editor Fiters.

3 User Group Filters.

Master Schedulers o State Owned Fiters
MTE_all_tools oono  Export Fiters
Principals [ Data Export

Read Only OoOono +-[% Batch Queue

Records Transfer

Do o o =) [CJUser Communication

COROREREER

Creating a New Ad Hoc Group

Modifying an Existing Ad Hoc Group

Click the Search tab. Search for a:
Group. Click Go.

Choose an existing user group. Click
the Tool Rights tab.

Expand Ad Hoc Reporting and Filter
Designer. Check R, W, A and D for
State Owned Filters.

Click Save.

Index | Search | Help

Search for a:

Districts may wish to create a new Group Z
Tool Rights group for state published

Ad Hoc Reports.

Under Search Results, click Create a
New User Group.

Enter Group Name and click Create

Group.
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Advanced Search ==

Search Results: 28

Create a new User Group

Thiz tool will create a new uzer group.

Uszer Group Mame | State Publizhed Ad Hoo

Create Group
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Concentrator

Tech Prep Participant Non Tradtional Enrollee

Zyncentrater  (Student has earned 3 units of CTE credit (§ semester), and is considered a CTE concentrator.)

Student is a Single Parent

@l @ @

Area of Concentration Career Path

| ] \ v

Post Graduation Status Date Contacted

| = __[
B Special Ed Fields

Assign users to the new User Group.

Click the Search tab. Search for a:
User. Type the user’s last name and
click Go.

Click the grey user name and the User
Groups tab.

Check State Published Ad Hoc (or the
group with access to state published Ad
Hoc Reports).

Click Save.

Click the Tool Rights tab. Expand Ad
Hoc Reporting and Filter Designer.

Check R, W, A, and D for State

Owned Filters.

Click Save.

Index | Search | Help |

Search for a:

|User v|
ingalls Iﬂl

Advanced Search ==

Search Results: 1 users

ﬂ Ingaliz-VWilder, Laura
ingallzwilder

User: ingallswilderl

Perzon: Ingalls-Wilder, Laura

User Aﬂ:nuntl User Groups | Tool R.'u_]hisl Calendar Rights I Access Log |

n Save

User Group Membership

I +Cascade 7-8
D -Cascade 7-8

D 0Cazcade 7-2
OCascade2

All Users

D Dizciplinary Staff
D MTE_all_tools
il Records Transfer
D Special Education

Staff
State Reporting Staff
[l

il +Cascade HS

D -Cascade HS

D OCazcade HS

D Ad Hoc Read Only
D Attendance Clerks
D Health Staff

D Principals

Registrars
(Census)

il +Cascade School
D -Cascade School
D 0Cazcade School
D Ad Hoc Reporting
D Counselors

D Master Schedulers
D Read Only

D Special Education

Besbein

D Sped Read Only

State Publizhed Ad Hoc

Teachers

PLEASE NOTE:

New functionality in Infinite Campus prevents a user from having access to data through Ad Hoc
Reporting they do not have access to through Tool Rights. For example, a Special Education teacher who
has access to State Published filters will not be able to run a Free/Reduced Meal Status report from that
group, unless the teacher first has access to those fields through User Groups and/or Tool Rights.
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Index | Search | Help Ad Hoc Filter Designer

:ﬁ System Administrator

+] Iﬂ| Student Information Thiz wizard wil walk you through the creation of a new fiter. Fil

+ @ Instruction input to a report .

718, Census Once published at the state level,

+] < Behavior

£ Yo Saved Fiter Ad Hoc filters will be available under
o 3 Scheduling ﬂ student American Indian Student Achievement Gap Pa: h S bl h d

) #2 student CRT Barcode Labels the grou tate Published.
#I[A Grading & Standards student CTE Concentrators g p

+ ] Programs Wi
- @Ad Hoc Reporting student Enroliments for CRT Test Window

BN

o
student Fall Enrullment.
er %A student Special Education Status From the Index, expand Ad HOC

+ ] User Communication = Fy_state Fubisned

* ﬁsystamﬁxdmmistratiun Reporting and SEIeCt Filter

# ] FRAM o .
+] 7] Messenger DeSIgner. Under Saved Fllter,
+ ] MT State Reporting .
[F Account Setings expand State Published.
| ] Access Log
ﬂ Campus Community
[@) Log Off . .
Choose a filter. The filter may not
be edited or deleted.
£ b
Create a new Folder
This wizard will walk you through the creation of a new fier, Filiers can be crealed using the Query wizard, selection editor or  pass-through SQL Query
input to a repert,
13, student American Indian Student Achievement Gap Pa;
. . {2 student CAT Barcode Labels
To edit or view the parameters of the 2] student CTE Concentrators
13l student Enroliments for CRT Test Window s Version 1. Lost Undetd 037252012
H {2l student Fal Enroliment ier ersion 1. Lest fpost
report' click COpy {3l student Special Education Status Create
£ T State Published reaie llew
E. student Test
. Filter Type Data Type
A copy of the report will be created under 5
)
the user’s filters. o _ _ _
) Trie witmako a cony o e selecter pslshed fHer it copy wilbe laced n your persona oot folder Are Yo sura You want {0 orlue?
< 3
) Export
Saved Filter
student American Indian Student Achievement Gap Pa

4 student Copy of Test

& student CRT Barcode Labels
%A student CTE Concentrators
& student Enrolments for CRT Test Window
%_}L student Fall Enrolment
%A student Special Education Status
# T State Published

Select the copy of the filter and click Edit.

£
[ Create a rdXFu Ider ]
\F
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Select categonies & Nelds

Fite By

A1 Fieity
= 8 Student
¥ €2 Demographics

- 8N Sehosl
¥ €3 Distriet

# & Reporting Entity
 EN Learner

¥ €3 Counselor

The user may now
add/delete fields or
change filter criteria...

% 0 Grading

% 4k Learner Portfolic
# ©x Lacker

- K Fow

*  EN Transportation

- 63 School Caterdar

STOETIE O User Account

Ad Hoc Reporting
MTE_all_tools
Principals

Special Education Staff
State Reporting Staff

@ Uszer Groups

Logical Expreasion {Optional]:

Wiesgieal rapreasicn o i blark. al cperators vl be azpied
Adowed symbol: AND OR WOT ( ) Da
1L AND (2 O 3) AND 4 AND (HOT 5 OR B}

Exampie Syn

Or save to another User Group.

NOTE: A filter saved to another User
Group may be modified and/or deleted by
any user in that group. Only filters in the
State Published group are locked.

State published Ad Hoc Reports are
used the same as any other Ad Hoc
Reports.

From the Index, expand Ad Hoc
Reporting and select Data Export.

Option 1: Expand State Published and
select a filter

Option 2: Select a copied state
published Ad Hoc filter

Index Search Help

(2] System Administrator
+ #3) Student Information
# £ Instruction
# @J Census
+ i Behavier
=G Health
# 24 Attendance
+ gl Scheduling
¥ 2% Grading & Standards
# ] Programs
= & Ad Hoc Reporting

ST Filter Designer

# (] User Communication

L System Administration

# (] FRAN

# (O] Messenger

# (O] MT State Reporting

[ Account Settings
L] Access Log

@8 Campus Community
[E] Log off

Data Export Wizard

This wizard will dump the result of a fitter into a data file (csv, tab delimited, xml) or a simple list report.

Saved Filter

Pick an Export Format

ﬂ student CTE Concentrators
ﬂ student Enroliments for CRT Test Window
{2l student Fall Enroliment
ﬂ student Special Education Status
| = Ad Hoc Reporting
Fl =7 State Published
{0l student Test

Create a new Folder

student American Indian Student Achievement Gap Pa:
[ student Copy of Test
studen arcode Labels

(3) HTML it report

O xmL

O Delimited values (C5V)
O Fixed width

O PDF report
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Choose an Export Format.

Click Export.

Pick an

Export Format

CHmm
(@318

OroF

(%) Delimited valuss (CSV)
O Foxed width

Delimiter:
Include column dizplay header

Double quote data

L list report

report

Comma %

Only when t containg the delimiter |+

o may search

Student Search
Last Name

Frat Name

Shudent Humber

550

Grase v
Birth Catm

Gander 3
Sante)

Person O

Lockes humeer

Special Ed

Saatuy

Seeng

Cmatdty v

Eearch

g & Saved Filer. B you have created & Saved Flter and 82 not see |
ensus Person Search

¥
i
B
£

it Acheement Cap Payment

 EEREERR|

Craate & new Foider

Choose a Saved Filter. Click Search
under the Saved Filter box.

To add additional criteria, select from
the fields under Student Search.
Click Search under Student Search.

The results will appear under Search
Results on the left.
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Ad Hoc Reports may also be used
with Advanced Search.

Choose Year and School.

Click the Search tab. Search for a:
Student. Click Advanced Search.
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